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1. attached are copies of tesbulations of gv§
worked and amual and sick leav: taken for the pPriod 29 March through
I July 1953 inclusive., fThese summaries, one for each pay period, Zivz a
complete picture of the overtime end leave record for your office during
tids entire period. The first column reflects the total regular hours
worked during the pay period and subsequent columns givz: (a) the total
numoer of employees paid, (b) the number of hours of nizht differantial
(if any), (c) overtime worked, (d) holiday tims worked, (e) annual léave
taken and (f) sick leave taken., “he 1ast column indicates tha allotéent
account and is followad by ths dates involved in the payroll either éa ths
iirst or the last 1ine of each summary, (for examnla, 3-01--i3=ll means
Harch 1 through March 1L).

2. Ifollowing is a summary ol the average number ol hours ooy pdy
eriod per employee for your oliice as compared with the averzge i'or Lhe
Agency as a whole concerning ths period €9 March through L July 19%3.

Lveras »s

item Your Office Ageney
Uvertime 9425 la03
Holiday Time - (3
innual Leave 11495 Lobg
Sick Leava 2.03 2.71

3+ In addition to the summaries by pay periods for your office rie
are attaching a listing ol lssve taken by individuals for the pay perind
2y May through 6 June 1953, ‘this listing is provided as an example ol a
typical pay period and is furnished as an aid in considering the overwine
and leave practices of your office., ‘'his particular listing, however, does
not imply any criticism ol any lsave taken or overtime granted,

L. These reports on leave taken and overtime workesd are being avbmitted
to you for use in connection with consideration oi the application offf nolici«s
concerning the approval oi overtime as outlined in CIA heguiction | | 25X1
in view of our serious budzetury situation durins this curresnt year it is
e5sential that care be givan in the grantin: of overtime. -~cditionat iunds
cannotv be made available and all overtime approved must be inanced Qycom
current allocations.
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